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First, a back story…



Most important in leadership & management



2 New SLM Tracks

The Library Operations Certificate is designed for those wanting to 
successfully implement the core functions of public libraries. (Complete 
4)

• Collection Development (online course available now!)

• You Can Do I.T. (online course available now!)

• Technology 101 (online course coming in 2020)

• *Library Professionalism and Values (online course coming in 2021)

• Additional courses to be announced



2 New SLM Tracks

The Leadership and Management Certificate is designed for those 
wanting to improve their skills in personnel or volunteer management 
as well as long-range planning. (Complete 4)

• Introduction to Financial Management (online course available now!)

• *Personnel Management (online and in person course coming in 
2020)

• *Library Professionalism and Values (online course coming in 2021)

• Additional courses to be announced



It is easier to manage the right people for the 
job – and that starts with the hiring process!

"Kick Start Your Job Search Sessions" by Savannah River Site is licensed under CC BY 2.0 

https://www.flickr.com/photos/51009184@N06/30930400878
https://www.flickr.com/photos/51009184@N06
https://creativecommons.org/licenses/by/2.0/?ref=ccsearch&atype=rich
https://creativecommons.org/licenses/by/2.0


First, a disclaimer

• We are not:
• HR Professionals

• Lawyers

• Able to provide legal advice

• This webinar will be providing one librarian’s perspective on hiring 
practices. If you need legal advice, please contact your governing 
body, your legal representative, or your HR department.



About our speaker

Kelly W. Skovbjerg, 

Director of the Patrick Heath 
Public Library



HIRING 101
Best Practices for Finding the Library Workers You Need



PEOPLE ARE OUR MOST PRECIOUS 
RESOURCE.



Turnover and Time

•Turnover costs can be significant.

•It also takes time to recruit, hire, 
onboard and train new 
employees. 



Job Descriptions: 
The Foundation



Create job descriptions for every position in the library

This Photo by Unknown Author is licensed under CC BY-SA

https://ministry-to-children.com/job-description/
https://creativecommons.org/licenses/by-sa/3.0/


LIBRARY AIDE



If job descriptions exist, 
revise or review them at 

least annually
This Photo by Unknown Author is licensed under CC BY-SA-NC

https://www.peoplematters.in/article/talent-acquisition/3-step-to-writing-a-compelling-job-description-15958
https://creativecommons.org/licenses/by-nc-sa/3.0/


Think holistically about jobs in the library



Search job sites for 
position advertisements 

in other libraries

This Photo by Unknown Author is licensed under CC BY-SA-NC

http://www.malaysia-students.com/2016/02/things-to-do-after-spm.html
https://creativecommons.org/licenses/by-nc-sa/3.0/


Consider library plans 
when creating or revising 

job descriptions

This Photo by Unknown Author is licensed under CC BY

https://medium.com/@OfficeofEdTech/building-capacity-for-the-effective-use-of-technology-new-guidance-on-student-support-and-academic-9fac472c71dd
https://creativecommons.org/licenses/by/3.0/


Job 
Descriptions: 
What is 
Needed

Elements 
to include

Title

EEOC 
Category

FLSA 
status

Summary 
of Position



EXEMPT VS. NONEXEMPT



Job 
Descriptions: 
What is 
Needed

Elements to include

Hierarchy/Supervision

Essential/Additional  
Job Duties

KSAs/Competencies

Education/Experience



Interviewing

Hire the 
person—
train for 
the skills



Interviewing 
Basics

Have
at least two people 

present in interviews.

Have
one person ask the 

questions and one person 
observe.



Interviewing 
Basics

• questions very specific to 
the job traits and skills you 
want for the position. 

Include

• follow-up questions to dig 
deeper. 

Ask



Interviewing Basics

a form to evaluate each interviewee.Develop





WHY ONBOARDING IS 
IMPORTANT



A quick introduction to the job is no longer effective.



It is worth it to make new employees feel welcome and 
comfortable in their new workplace.



If possible, choose mentors for new employees.

This Photo by Unknown Author is licensed under CC 
BY-ND

http://www.naaree.com/how-to-find-mentor-succeed/
https://creativecommons.org/licenses/by-nd/3.0/


ONBOARDING BASICS



Provide a binder with as much 
information as possible about the 

organization.

This Photo by Unknown Author is licensed under CC BY-SA-NC

http://jdorganizer.blogspot.co.uk/2009/02/2-ring-and-3-ring-binders-now-we-are-18.html
https://creativecommons.org/licenses/by-nc-sa/3.0/


Have employee meet with 
supervisor on day one.



Have employee meet with 
director after a few days of 

training.



TRAINING 



Commit to training a new 
employee for as long as 

needed. 

This Photo by Unknown Author is licensed under CC BY-SA

https://www.flickr.com/photos/flat61/3883611573
https://creativecommons.org/licenses/by-sa/3.0/


Cross-train

Cross-train

Cross-train

This Photo by Unknown Author is licensed under CC BY-ND

http://www.paralegalalliance.com/paralegal-quiz-aptitude-test-2/
https://creativecommons.org/licenses/by-nd/3.0/


Kelly Skovbjerg
skovbjerg@boernelibrary.org
210-739-3755

Thank You!

mailto:Skovbjerg@boernelibrary.org


Questions?


